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CONNECT TO YOUR  DReAMS
President’s Welcome
Welcome to Des Moines Area Community College (DMACC). 
We are honored that you have selected DMACC to pursue your 
personal and professional goals.
As one of America’s most respected community colleges, DMACC 
is committed to helping you ignite your passions, realize your 
dreams and achieve success you’ve long hoped for.
You can experience a personal transformation at DMACC that 
opens your future to endless possibilities and excitement. As 
one of our graduates, Bonnie Campbell, a former Iowa Attorney 
General and top U.S. Justice Department official, has said, 
education creates personal opportunities that last a lifetime. 
From agribusiness and culinary arts to criminal justice and veterinary tech, DMACC offers 
degrees in more than 75 programs, leading to a world of exciting and well-paying careers. 
(To find out what Iowa’s top 50 high-growth careers will be, go to 
www.dmacc.edu/lifescalling/hot50jobs.asp http://www.dmacc.edu/lifescalling/hot50jobs.asp .)
In addition to DMACC’s wide variety of career choices, many DMACC students major in 
liberal arts while deciding their career path or next step to a four-year school. In doing so, 
many students attend DMACC to earn a two-year liberal arts degree, saving thousands of 
dollars in tuition and other costs before transferring to a four-year institution to complete 
their bachelor’s degree. 
DMACC delivers accessible and affordable learning opportunities that can result in 
high-skill, high-wage jobs. To help you get there, DMACC professors provide engaging 
and practical learning experiences. Class sizes are small, so professors can give you more 
personal attention. DMACC has six campuses that are available to you, and online classes 
to fit your busy schedule.
DMACC has come a long way from its first day on March 18, 1966. Many things have 
changed in those years, but one thing that has never changed is our focus.












Note to Students: The DMACC Student Handbook does not address all of the services available, or all 
of the policies and regulations affecting DMACC students. If students have questions or concerns not 
addressed in this Handbook, it is their responsibility to consult appropriate DMACC staff, or the full 
text of policies and procedures available at all DMACC campuses. DMACC students are responsible 
for being familiar with policies and procedures affecting their activities. Failure to read the policies and 
procedures will not be an excuse for noncompliance. DMACC reserves the right to change, without notice, 
the services, policies and procedures of the College.
Des Moines Area Community College is accredited by the North Central Association of Colleges and 
Schools, 30 N. LaSalle St., Suite 2400, Chicago, IL 60602-2504. The association’s telephone number 
is 800 621-7440 and their website is http://www.ncahigherlearningcommission.org/.
Des Moines Area Community College shall not discriminate on the basis of race, color,  
national origin, creed, religion, gender, sexual orientation, age, disability, or status as a U.S. veteran. 
Inquiries may be directed to the EEO/AA Officer, Ankeny Campus, Building 1, (515) 964-6301.
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For more information, contact the HelpDesk at 
www.dmacc.edu/helpdesk or call 515-965-7300.
DMACC eMAil
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Employment Obligations Suggested course Load
20–30	hours/week	 6–9	credit	hours	(2–3	courses)
40+	hours/week	 3–4	credit	hours	(1	course)























































2.	 By	mail	to:	dmAcc, Student AccT., 2006 S. Ankeny Blvd., Ankeny, iA 50023
3.	 Online:	www.dmacc.edu/gonnapay.asp
4.	 By	telephone:	515-964-6446 or 800-362-2127, ext. 6446 with credit card.






















































HOW dO i gET AN EASy rEfuNd?
When	you	activate	your	DMACC	OneCard	at	www.dmAccOnecard.com,	simply	choose	the	
Easy	Refund	option.









Look for your card in the mail!
www.DMACCOneCard.com/easyhelp
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 letter Grade Numerical Value 
  a   4.00
  a-   3.67
  b+   3.33
  b   3.00
  b-   2.67
  C+   2.33
  C   2.00
  C-   1.67
  d+   1.33
  d   1.00
  d-      .67
  f      .00
 Semester Hours grade Quality Points
example:
Composition	I	 		3	 B+	 (3.33)	 =	9.99
Fundamentals	of	Speech	 		3	 A	 (4.00)	 =	12.00
Finite	Mathematics	 		4	 C-	 (1.67)	 =	6.68
Intro	to	Computer	Literacy	 		3	 C+	 (2.33)	 =	6.99
U.S.	History	 		4	 D+	 (1.33)	 =	5.32
total   17  40.98
























Example:	 FL	06–07	 PSY111	 D	 3.00	 E






























































































































































































































































































































































































































































































































































Contact the HelpDesk today for assistance with the following:
• Logging on to an on-campus, networked computer
• Accessing email/webmail
• username, Passwords, PiNs & user ids



















find out more about dmAcc  
counseling Services by  
visiting our website at 
www.dmacc.edu/counseling/  
Helpful links are available for 
information on mental health 
and local emergency contacts.
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Some of the things advisors can help with include:
• information about majors
• Questions about college policies and procedures
• course selection and registration
• Adding or dropping courses
• Selecting a transfer college
• understanding how credits transfer









Your Future Starts Here!
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Bookstore information
SEE uS ON THE WEB : 
www.dmacc.edu/student_services/bookstore.asp 
fOr iNfOrmATiON ON: 
• Knowledge Knook Bookstore Hours 
• return and refund Policies 
• Payment methods 














THE KNOWLEdgE KNOOK BOOKSTOrE iS THE OfficiAL BOOKSTOrE  
SErViNg ALL cAmPuSES Of dES mOiNES ArEA cOmmuNiTy cOLLEgE.
ONLiNE TEXTBOOKS
Ship textbooks to your home
fall Online Textbook Sales 
Begin mid-August
Spring Online Textbook Sales 
Begin mid-december


































 fall    October 1
 Spring   february 2
 Summer  february 2*
 Summer June 1 






















































Direct Loan Website 
www.dl.ed.gov
Direct Loan Servicing Center	
1-800-848-0979
Federal Student Aid Information Center	
1-800-4-FED-AID	(1-800-433-3243);	
TTY users	1-800-730-8913
Internal Revenue Service (IRS) 
1-800-829-1040;	
TTY users	1-800-829-4059
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 1.  Logging on to an on-campus, networked computer:
	 	 a.	 	Enter	your	User	Name	and	Password.	For	assistance,	see		
www.dmacc.edu/helpdesk.
	 	 b.	 	DMACC	computer	lab	locations	and	hours	can	be	accessed	at		
www.dmacc.edu/helpdesk/pc_labs.htm.
 2. Accessing Webmail (email)
	 	 a.	 	Same	User	Name	&	password	as	logging	on	to	an	on-campus	computer	(see	#1		
above).	Open	the	DMACC	website:	www.dmacc.edu.















	 	 b.	 	For	assistance	or	information	about	how	to	access	your	DMACC	email		
off-campus,	see	www.dmacc.edu/helpdesk/webmail.htm.
	 	 c.		 	DMACC	personnel	will	send	all	email	correspondence	to	your	DMACC		
email	address.





 3.   Online/Blended course information
	 	 	 	Students	enrolled	in	Online	and	Blended	Courses	should	visit		
www.dmacc.edu/online	for	additional	information	or	contact	the	HelpDesk		
at	helpdesk@dmacc.edu or 515-965-7300.
 4.  Accessing or providing financial Aid information through the fAfSA website: 	
a.	 On	the	Web	address:	www.fafsa.ed.gov










































































































































Need support or information regarding institutional policies and 
procedures? The campus ombudspersons are here to help students 






AMes - Hunziker Center
Matthew thompson mdthompson@dmacc.edu 515-633-6708
Ankeny
sheila aukes sraukes@dmacc.edu 515-964-6294
jeff kelly jjkelly@dmacc.edu 515-964-6441
Vern Ostrander vostrander@dmacc.edu 515-964-6442
Zoë thornton zmthornton@dmacc.edu 515-964-6898
thomas tweedy tntweedy@dmacc.edu 515-964-6846
BOOne
Rita Davenport rldavenport@dmacc.edu 515-433-5030
shelby Hildreth sdhildreth@dmacc.edu 515-433-5024
CArrOLL
karen Friedlein klfriedlein@dmacc.edu 712-792-8507
Rebecca Brown rfbrown@dmacc.edu 712-792-8320
newtOn
Doug Frazer dlfrazer@dmacc.edu 641-791-1722
teresa tripp-VanRees tmtripp-vanrees@dmacc.edu 641-791-1723
urBAn
anne Howsare amhowsare@dmacc.edu 515-697-7717
Barb Moses blmoses@dmacc.edu 515-697-7727
west
Heidi Heilskov haheilskov@dmacc.edu 515-633-2405
jim koopman jekoopman@dmacc.edu 515-633-2412
suCCess Center
april Dameron ajdameron@dmacc.edu 515-287-8704
OnLine
keith knowles kaknowles@dmacc.edu 515-964-6029
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Student Responsibilities & Rights 





















Satisfactory Academic Progress 
(Procedure 4560)
Students who have attempted 12 or more credits with any of the grades listed (except 
“i”) in Procedure ES4552 at des moines Area community college are subject to the 




	 	 a.	 	A	student	whose	cumulative	G.P.A.	falls	below	2.00	at	the	end	of	any	term	will	
be	placed	on	ACADEMIC	PROBATION	for	the	next	term	of	enrollment.




	 	 c.	 	A	student	on	ACADEMIC	PROBATION	will	return	to	a	status	of	“good	academic	
standing”	when	his/her	cumulative	GPA	is	raised	to	2.00	or	higher.
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	 3.	 guidelines for placing a student on “cONdiTiONAL ENrOLLmENT”:
	 	 a.	 	A	student	on	probation	who	earns	a	term	GPA	of	less	than	2.00	will	be	placed	
on	CONDITIONAL	ENROLLMENT	for	the	following	term	of	enrollment.





	 	 c.	 	If	the	student	placed	on	CONDITIONAL	ENROLLMENT	is	not	yet	registered	
for	the	next	term,	he	or	she	must	meet	with	a	counselor/advisor	prior	to	
registering	for	any	credit	course	work.
	 	 d.	 	A	student	on	CONDITIONAL	ENROLLMENT	who	is	assigned	more	than	one	
grade	of	a	C-	or	less	at	progress	report	time	will	not	be	allowed	to	register	for	
the	following	term	until	his/her	current-term	final	grades	are	recorded.
	 	 e.	 	A	student	on	CONDITIONAL	ENROLLMENT	who	earns	a	term	GPA	of	2.00	or	
higher	but	whose	cumulative	GPA	remains	below	a	2.00	will	be	placed	on	
ACADEMIC	PROBATION.
	 	 f.	 	A	student	on	CONDITIONAL	ENROLLMENT	who	earns	a	term	GPA	and	a	
cumulative	GPA	of	2.00	or	higher	will	be	placed	in	good	standing.





	 5.	 guidelines for re-enrollment of SuSPENdEd students:
	 	 a.	 	After	non-enrollment	for	a	minimum	of	one	semester,	as	defined	above	in	
‘Guidelines	for	placing	a	student	on	“Academic	Suspension,”	a	student	on	
ACADEMIC	SUSPENSION	may	apply	for	re-enrollment.
	 	 b.	 	In	all	instances,	a	re-enrolled	student	will	be	placed	on	
CONDITIONAL	ENROLLMENT.
	 	 c.	 	A	student	seeking	re-enrollment	must	develop	an	Educational	Achievement	
Plan	with	a	counselor/advisor	and	obtain	the	appropriate	approval	signatures.
	 	 d.	 	A	student	on	Academic	Suspension	for	a	second	or	subsequent	time	
may	re-enroll	only	after	receiving	the	written	approval	of	the	Director	
of	Student	Development.
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Discrimination/Harassment 
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Confidentiality of Student Records/FeRPA  






















































































































Advisors for Students in Academic 
or Disciplinary Hearings 
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Appeal of Final Grades & College Review Board 











































































































	 15.	 College	Review	Board	Procedures: 




	 	 B.	 	Throughout	the	process,	the	student	must	consult	with	the	Campus	
Ombudsperson.	The	role	of	the	Ombudsperson	is	defined	in	ES	4620	
Ombudsperson	Responsibilities.













	 	 E.	 	In	the	event	that	the	SAC	president	has	not	appointed	student	members,	the	
Campus	Coordinator	of	Student	Activities	may	appoint	the	student	representative.
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	 	 I.	 The	College	Review	Board	will	reach	one	of	the	following	decisions:











	 	 	 3.	 The	College	Review	Board	may	determine	that	the	original	grade	stands.
	 	 J.	 	Decisions	reached	and	implemented	by	the	College	Review	Board	are		
final	and	binding	on	all	parties.
	 	 K.	 	The	instructor	and	student	will	be	advised	in	writing	of	the	College		
Review	Board	decision.




Student Conduct, Discipline & Appeals 
(Educational Services Procedure 4630)























































































	 	 •	 	Disrupting	access	of	other	students,	faculty	or	staff	members	to	College	
computers	and	other	technology	resources.	




	 	 •	 	Using	an	account	belonging	to	another	student,	faculty,	staff,	department		
or	organization	for	other	than	its	intended	purpose	without	permission	from		
the	owner.	




	 	 •	 	Sending	harassing,	threatening	or	sexually	explicit	material	to	
another	individual.	
	 	 •	 	Violating	license	agreements,	copyrights	or	intellectual	property	rights		
including	copyright,	patents,	etc.,	by	copying,	distributing,	selling	or	
publishing	intellectual	property.
	 	 •	 	Permitting	other	persons—whether	DMACC	users	or	unauthorized	users—to	
use	a	DMACC	user’s	accounts,	passwords	or	access	codes.
	 	 •	 Theft	of	DMACC	hardware	or	software.
	 	 •	 	Inappropriate	or	malicious	use	of	technology	resources	including	attempts	to	
alter,	erase,	damage	or	intercept	technological	data	or	programs	that	are	the	
property	of	DMACC	or	DMACC	users.
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	 	 •	 	Engaging	in	any	form	of	plagiarism,	which	is	defined	as	the	appropriation	of	
and	use	of	another	person’s	writing,	and	passing	it	off	as	the	product	of	one’s	
own	efforts	or	copying	any	work	and	submitting	it	as	original	work.
	 	 •	 	Falsifying	with	respect	to	any	examination,	paper,	project,	application,	
recommendation,	transcript	or	test	or	by	any	dishonest	means	whatsoever,	or	
by	aiding	or	abetting	another	student	to	do	so.
	 	 •	 	Using	materials	or	collaborating	with	another	person	(or	persons)	during	a	test	
or	other	assignments	without	authorization.
	 	 •	 	Substituting	for	another	student,	or	permitting	another	person	to	substitute	for	
oneself,	to	take	an	examination,	course	or	test	or	to	provide	the	work	for	any	
assigned	project.
	 	 •	 	The	acquisition	of	grades,	academic	credits,	degrees,	honors,	awards,	
certification	or	professional	endorsements	by	means	of	cheating.





iNVESTigATiON ANd cHArgE PrOcEdurES fOr ALLEgEd 
ViOLATiONS Of STudENT cONducT
	 A.	 	Any	person	may	bring	a	complaint	against	a	student	under	these	procedures	
based	on	the	student’s	alleged	violation	of	one	of	the	above	regulations.

















	 	 2.	 	Following	the	period	of	investigation,	the	Provost/Dean,	in	consultation	with	
the	Judicial	Officer,	shall	determine	if	evidence	exists	for	formal	charges	to	be	
brought	against	a	student	for	a	violation	of	the	Student	Conduct	Code.
	 	 3.	 	If	the	charges	are	of	a	minor	nature	(suspension	is	NOT	warranted),	the	case	
will	be	heard	in	a	disciplinary	conference	(Section	VIII.A.)	before	the	Provost/
Dean	or	Judicial	Officer.
	 	 4.	 	If	the	charges	are	of	a	major	nature	(suspension	is	warranted),	the	case	will	
be	heard	by	the	College	Judicial	Hearing	Board	(Section	VIII.B.).	If	expulsion	is	
warranted,	the	case	will	be	referred	to	the	Office	of	the	President	(Section	X).






















	 	 1.	 	An	attempt	or	threat	by	words	or	actions	that	causes	concern	for	the	
health	and	safety	others.
	 	 2.	 	Possession,	use,	sale	or	purchase	of	illegal	drugs	on	campus.
	 	 3.	 	Destruction	or	theft	of	College	property	or	another	person’s	personal	property.
	 	 4.	 	Possession	or	use	of	intoxicating	beverages	on	campus.
	 	 5.	 	Any	activity(ies)	causing	a	major	disruption	or	disturbance.
	 	 6.	 	Possession	on-campus	of	any	object	appearing	to	be	a	potentially	lethal	
weapon	unless	approved	in	writing	by	the	appropriate	Provost.
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	 	 2.	 	Appeal	of	Interim	Suspension:	The	student	will	meet	with	the	administrator	
who	issued	the	interim	suspension	no	longer	than	three	business	days	after	
the	interim	suspension	was	issued,	who	will	take	one	of	the	following	actions:
	 	 	 a.	 Dismiss	the	allegation;	
	 	 	 b.	 Proceed	with	formal	hearing	procedures	as	set	forth	in	this	policy.










	 	 1.	 	The	Provost/Dean	or	Judicial	Officer	shall	send	to	the	student	involved	a	Notice	
of	Charge/Hearing.




	 	 	 b.	 	The	Notice	of	Charge/Hearing	shall	be	sent	by	registered	mail	to	
the	student’s	last	known	address	or	delivered	in	person	with	receipt	
acknowledged	in	writing	by	the	student.




















	 	 2.	 	If	the	student	has	not	contacted	the	Provost/Dean	or	Judicial	Officer	and/or	
does	not	appear	at	the	hearing,	the	Provost/Dean	or	Judicial	Officer	may	make	
a	decision	of	responsibility	or	non-responsibility	and	the	sanction.
	 	 3.	 	At	the	disciplinary	conference,	the	Provost/Dean	or	Judicial	Officer	will	review	
the	charges,	evidence	and	student’s	rights	with	the	student.	The	student	will	
have	an	opportunity	to	present	any	evidence	or	testimony	on	their	behalf.
	 	 4.	 	After	reviewing	the	evidence	and	hearing	from	the	student,	the	Provost/Dean	
or	Judicial	Officer	will	determine	if	the	student	is	responsible	or	not	responsible	
for	the	alleged	violation.
	 	 5.	 	Any	student	who	is	found	to	have	violated	a	regulation	governing	student	
conduct	will	be	subject	to	the	following	sanctions:


























	 B.	 college Judicial Hearing Board Procedures
	 	 	Alleged	violations	of	a	major	nature	(those	that	may	warrant	suspension)	will	be	
adjudicated	by	the	College	Judicial	Hearing	Board.
	 	 1.	 	The	Judicial	Officer	shall	send	to	the	student	involved	a	Notice	of	
Charge/Hearing.
	 	 	 a.	 	The	Notice	of	Charge/Hearing	details	the	alleged	violations	of	the	student	
conduct	code,	a	summary	of	the	alleged	misconduct,	names	of	any	
witnesses	intended	to	be	called	at	the	hearing,	the	time	and	date	of	the	
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hearing,	the	student’s	rights	and	a	copy	of	the	Student	Conduct,	Discipline	
and	Appeals	Procedure	ES4630.
	 	 	 b.		The	Notice	of	Charge/Hearing	shall	be	sent	by	registered	mail	to	
the	student’s	last	known	address	or	delivered	in	person	with	receipt	
acknowledged	in	writing	by	the	student.
	 	 	 c.	 	If	the	student	charged	cannot	appear	at	the	time	specified,	the	student	must	
contact	the	Judicial	Officer	at	least	two	(2)	business	days	before	the	hearing	
is	scheduled	to	arrange	a	different	time	for	the	hearing.
	 	 2.	 	If	the	student	has	not	contacted	the	Judicial	Officer	and/or	does	not	appear	
at	the	hearing,	the	College	Judicial	Review	Board	may	make	a	decision	of	
responsibility	or	non-responsibility	and	the	sanction.





	 	 4.	 	Each	campus	will	have	at	least	six	trained	members	to	serve	on	the	College	
Judicial	Hearing	Board.	Members	will	be	appointed	by	the	campus	Provost	and	
will	serve	for	a	term	of	three	years.








	 	 7.	 	The	hearing	will	be	recorded	and	a	copy	of	the	recording	will	be	maintained	for	
a	period	of	five	years.	The	recording	will	remain	the	property	of	the	College.








































	 	 13.	 	Any	student	who	is	found	to	have	violated	a	regulation	governing	student	
conduct	will	be	subject	to	the	following	sanctions:
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	 	 2.	 	There	was	not	substantial	evidence	to	support	the	decisions	reached.
	 	 3.	 	There	is	new	material	evidence	that	could	not	have	been	discovered	at	the	time	
of	the	hearing.






























































iNVESTigATiON ANd cHArgE PrOcEdurE fOr ALLEgEd ViOLATiONS 
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iNdiViduAL rESPONSiBiLiTiES 










































































	 	 1.	 Violates	federal,	state	or	local	law;
	 	 2.	 Could	result	in	damage	or	interference	with	official	College	business;	and/or




















































Dispute Resolution/General Complaints 
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	 	 1.	 	The	student	should	first	attempt	to	resolve	the	issue	with	the	faculty/staff		
member	involved.
	 	 2.	 	If	this	contact	does	not	result	in	a	satisfactory	outcome,	the	student	should		
follow	the	established	chain	of	command	(e.g.,	program	chair,	group	leader,		
director,	dean	or	provost)	within	the	appropriate	department	of	the	College.






	 	 1.	 	A	General	Complaint	will	be	limited	to	concerns	about	classroom	management,	
classroom	procedures,	departmental	policies	or	college	policies.















































	 	 8.	 	Time	Limits.	If	any	time	limits	are	not	met	by	the	College	personnel,	the	
complaint	automatically	goes	to	the	next	higher	level.	If	time	limits	are	not	met	
by	the	student,	the	complaint	is	cancelled.

















































































Safety & emergency Procedures
Information	about	DMACC’s	safety	and	emergency	procedures	can	be	found	at:	
www.dmacc.edu/safety/.
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Get the accommodations you need. Don’t delay.  













































100 MAJORS. 600 CLUBS. 1700 FACULTY. 1 INCREDIBLE JOURNEY.
Start exploring at ChooseYour Adventure  net
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Academic Calendar
www.DMACC.edu
Fall Semester Begins (first day of classes)
Labor Day, No Classes, Offices Closed
Application Deadline for Fall Graduates
MIDTERM
 Last Day to Withdraw from Regular Term Classes*
 Thanksgiving Holiday, No Classes, Offices Closed
 Last Day of Fall Semester
Holidays, Offices Closed 
Spring Semester Begins (first day of classes)
 Martin Luther King Holiday, Offices Closed
Application Deadline for Spring/Summer Graduates
All Staff In-Service, No Classes, Offices Closed
MIDTERM
 Spring Break, No Classes, Offices Open
Last Day to Withdraw from Regular Term Classes*
Last Day of Spring Semester
Summer Semester Begins (first day of classes)
 Holiday, No Classes, Offices Closed
 Last Day of Summer Semester
*These withdrawal dates are for classes that are scheduled for the 
full semester. Classes that are shorter in length or have a different 
timetable may have different deadlines for withdrawals. Consult 









December 25, 2008–Jan. 2, 2009 
Spring SemeSter 2009
January 12, 2009
January 19, 2009
February 1, 2009
February 27, 2009
March 9, 2009
March 16-22, 2009
March 31, 2009
May 7, 2009
Summer SemeSter 2009
May 27, 2009
July 3, 2009
August 6, 2009
